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CENTRAL INTELLIGENGE GROUP 


eet crema Stare Hebi odie Dear Hetty Ube hte det nbn | bahia bint eh ama HEME 


C.I.G, ADMINIS TRATIVE on 


25X1A_ RULES GOVURNING C. i G,. CORRESPONDENCE 


1. Correspondence from the ere of Gentral Intelligence 
. or other authorized personnel of the GO. 1.G... tG “the President, 
Nv) 
‘\ 


25X1A 


members of the National Intelligence Authority, members of the 
Intelligence Advisory Board, ard to other personnel in the 
State, War, and Navy Departments Will be prepared in memorandum 


i 


form. 


Fe 


/ 

2. Correspondence from the Director or other autnorized 
personnel of the C.1I.G. to! personnel of the United States 
‘Government departments ang agencies ‘other than the State, War 
and Navy Departments, to jMembors of Congress and to private | 


individuals will be prepared in letter form. 
3. Internal correspondence Within C.I.G. will make use of 


buckslips whenever possible, or G.I.G. Disposition Form. 


Letterhead stationery will not be used for internal corres- 


pondence. 


4, Unless otherwise instructed, all correspondence prepared 


-by one individual for another 's signature will be submitted 


undated, and without typed signature. 


5. All official correspondence bequiring the signature of 
. the Director, the Deputy Director, or Executive office personnel 


Will be prepared undated and without typed signature in an 


original and five (5) copies, identified in the lower right 


‘corner as. follows : 7 ae 
3 eed — 25X1A 
a. Executive office Registry (This copy should be. ee 


“initialled by the originating officer) 


aks (aS 7 tee | 
ee ore te . -— o ann 
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b. Central Records (2 copies) 

c. Return to (Name of opleinaine officer and office) 

d. Stayback (For originating office files ) 

Any copies prepared for the information of other offices will 
be in addition to the above minimum requirements . All copies 
(not the oyaeiet) wild include a Memorandum for Record typed 
on the back. This Memobandum for Record will indicate the 
Origin and background of the corres pondiunce, together with a 


list of the concurrences or comments obtained from other 


offices within and. outside Cy ie G, 


6. The original and the copies specified in 5 a, b and Cc 
above Will be submitted ‘through appropriate channels to the 
Executive Director for approval. The stayback copy (5 d above) 
will be retained in the originating office. When approved and 
signed, the Executive Office will transmit the original for 
mailing and the Gentral Records ;copies for file to the Gentral 
Registry Unit, will retain the Executive Office Registry copy, 

and will return the remaining copy to the originating officer 


With the date on which the correspondence was signed. 


. All .G.1I.G. correspondence will be prepared according to 
the specimens attached hereto. In using the Disposition Form, 
"PROM" and "To" will be indioated by an "X", op by "1", "at, 

gt g etc., in case of successive addressees. The "DATE" will 
be that on which the Form” was, | dispatched from sae office and 
Will be Shows opposite that office. When passed on by an 
office, the transmitting individual will initial over the mark 
in the "To" column oppos ite his office and will, £401 in the 
"DATE" dispatched from his office. 


8. Except as modified a C.I.G. practice will follow 


i 


that of the Joint Chiefs of Start style Memes “dated 1 April 


1946, in details of Alas and layout. 
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Subject, including C.1.G. Secretariat Memorandum P| 
| FOR THE DIRECTOR OF CENTRAL INGELLIGENCE: — OBX1A 
Executive on Bess eed 
and Administration 
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SAMPLES OF CORRESPONDENCE 


b . 4 : ae? 
_. . MEMORANDUM FOR THE PRESIDENT 
: | | 
| (No subject or paragraph numbers ) 


XOXOXOXOX fOXOX OXOXOXOXOXOXOXOXOXOKOXOXOXOKOKOKOKOXOXO 
*OXOKOKOKOXOXOKOXOKOXOX . 


XOXOXOXOXOXOXOXOXOXOKOXOXOXO 


eM FOR THE SEURETARY OF STATE 
SECRETARY OF WAR 
SECRETARY OF THE NAVY 
PERSONAL REPRESENTATIVE OF THE PRESIDENT 
ON NOT. A. 


“Subject: In Initial Caps 


y 
4 


BPROkOXOXOXOXOXOXOKOKOROKOKOKOROXONOXOXOSOXOA MOXOKROXO | 
OXOXOXOXOXOXOXOXOXOXoX, 


XOROKXOXOXOXOXOXOXOXOXOXOXOXOXOXO . 


MEMORANDUM FOR STATINTL 


Subject: Initial Caps 
Refercnces: a. N.I.A.’ 00 

b. N.I.Ay Directive No. oo 

¢. Memorandum for the Secretary of War from 
; . the Director of Central Intelligence, 

be ty fe Bef | subject "C.I.G,. Personnel", dated oo ° 

; March 1946, 


ae Enclosures: as Letter from the secretary of War, dated 
pom , OO April 1946, 

oe - C.1,G, Directive No. co (Gopy No. 00). . 
= Draft Memorandum for the N.I.A.. from the 
tA ; . Director of ventral Intelligence, same 
i 

i 

f 


jojo 


subject. 


owe | Les Koxoxoxoxoxoxoxo xoxoxox SOXOXOKOXOXOXOXOXOKOXOXOXOK 
| ae ; ~ OXOXOxoxo} <OXOXOXOX COXOXOXOXO. , 
; ; { 


Ae : 2. Koxoxoxoxoxoxoxox0xOXOXOXOOXOX C<OXROKOXOKOXOXOXOXOXOX - 
pe ie OXOXOXOXOROROXOXOX XOXOXOXO« | 


| nee: oe ee 
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The Honorable 

agp te J. A. Krug 

| Secretary of the THtenion 
Washington, D. C, 


| Mr dear Mr. Secretary; 


XOKOXOXOXOXOXOXOXOAOXOXOKOKOXOKOXOKOK OX OXOXOXOKOXOXONE 
XOXOXOKOXOXOXOKXOXOXOXOXOXO, 


XOXOXOXOXOXOXOKXOXOXOXO, 


Sincerely, 


The Honorable 

William W. Williams 
‘ United States Senate 

Washington, D. OG, 


Dear Senator Williams: ; 
XoxoxoxoxoXoxoXOXoXOXOXOXOKOXOXOXOXOX KOKXOXOXOXOXOXOXOXO 
OXOXOXOXOXOXOXOKOXOXOXOKOXOR, | 
i 


KOXOXOXOXOKXOXOXOXOXO .! 


‘Sincerely, 


Chote, Me. William W. Williams 
iy # 76 York Street 
Richmond, Virginia 


Dear Mr. Williams: : 


XoxoxoxoxoxoxoxoxoxoxoxOxoxoXoxox LOXOXOXOXOXOXOXOXOXOX 
| KOXOXOXOXOXOXOXOXOXOKXOXOXOROX. 


a - Sincerely, 


kale 


ee ae Raye ae) oe 6 2 te fees Soke eee _ is i 
Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5 Dens 


ieee . 2001/07/12 : CIA-RDP81-00728R000100050013-5 
POP SCR TERR COhFIDENTIAL RESTRICTED UNCLASSIFIED 
(Sender will circle classification Top and Bottom) 


‘ 


‘ 


CENTRAL INTELLIGENCE GROUP & ) 
INTER-OFFICE ROUTING SLIP 4 : \ 
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eek 


‘|DIRECTOR OF CENTRAL INTELLIGENCE ea ue 
EXECUTIVE TO THE DIRECTOR 61 We 


SECRETARY TO THE DIRECTOR ioe 
her 
Bien 
CENTRAL RECORDS il 


| SHORDTARY, NEA La ee 
_ ie | 
: CHIEF, INTERDEPARTMENTA}) Sua 


\ 
ASST. DIRECTOR, SPEC AAI ORER 


vy, 
: |_assn, omeonfe Vsetien « d 
: Wh wy 


ASST, DIRECTOR, cojt@t 


CHIEF, SR§YAITY BRANCH eh. 


Revised 10 Sept 194 


STATINTL 


(© approvan ____ INFORMATION | ___. DIRECT REPLY 
| ACTION ___ RETURN ___ COMMENT 
"__ RECOMMENDATION ___ PREPARATION OF REPLY ____ FILE 
| _. SIGNATURE __ CONCURRENCE ___ DISPATCH 
: . REMARKS: | Recammend Meletron or 7, om it iiterferes 


Lewitt preregatives of Asit Mereefars. 
Re commend abd clon of gor 9, 


Crfh cr umes Ok. Yor fsb leeaten ee 
TOP SECRET SECRET CONFIDENTIAL RESTRICTED UNCLASSIFIED 
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DATE: — CENTRAL INCKLLIGENCE GROUP 25X1A 
C.I.G. ADMINISTRATIVE ORDE SUPPLEMENT NO. 2 5” 
25X1A 


COORDINATION. PROCEDURE *, © 


Reference: C.1.G. Administrative Order BE "thority to 
Sign Official Papers and Correspondence", dated 
17 Sept 196. 25X1A 
1. C.I.G. Administrative Order EE ver lenent No. 1, "Coordination | 
Procedure" dated 10 Oct 1946, is hereby rescinded. | 
2. On all coprespondence or papers prepared within CIG the procedure 
set forth below will be followed. | 
3- It siiall be the responsibility of the person charged with the 
neGnarehion of a paper to insure that proper coordination between offices 
and staff sections of CIG is effected. A paper may be shown to interested 
offices and staff sections for preliminary coordination and concurrence 
while it is in a state of preparation. However, the final draft of the paver 
must receive formal concurrence or noncorcurrence from the interested offices 
or staff sections. Concurrences will be obtained by hand processing of 
papers and not by the use of buckslips or similar means of routine transmission, 
. 4. <A statement of concurrence or nonconcurrence by interested offices 
and staff sections of CIG will appear on the Central Records copy of all 
papers which require coordination before they are submitted to the ERECULLYS 
Office for approval in accordance with the provisions of paragraph 2, 
C3iI.G. Administrative Order PE authority to Sign Official Papers and 


Correspondence" dated 15 September 1946. Concurrence will be indicated as 


25X1A 


follows: 
ae Originating office will type the following on the Central 
Records copy: | 
Statement of Concurrences: 


(Office) 7 | | 
(Concur or not concur) (Signature) 


(Concur or not concur) (Signature) 


b. Each office indicated will make statement "IT concurt or "I 


(Office) 


do not concur", and verity this fact by ‘the signature of the 
official of the office indicating the concurrence or | 
nonconcurrence. Offices indicating nonconcurrence will 


indicate on an attached memorandum a brief summary of 


| Approved rot gaon, ther Oot ta: CIA-RDP81 -00728R000100050013-5° 
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5. Whore ae coordination is deemed necessary a statement, "No 
coordination necessary" followed by the signature in full of the person 
charged with the preparation of the paper, will appear on the Central 
Records copy of all papers submitted to the Executive Office for approval. 

6. A rubber stamp or similar method of reproduction will. not be 
used Lo indicate the statements relative to sodedination id required by 
paragraphs 4 and 5 above. 

beach heokotentStrec ory Ont ET TOTES BAY EREUIVE Tor 
¢f_ subordinate offieceleeshomare-mtiortred—to-etpr-concurrences or 
non~Concurnences~for-then;-together-with~the-sionature-of<thest 

—subtrdinateurrrersre ee" 
4 The procedure oe in paragraphs and 5 above will be 


Aegaen 
followed in case of! orcespinieice Signed by Assistant Directors, 


Secretary NIA, Chief 1048S, “Sxecutive for Personnel and Administration, 25X1A 
## pursuant to the provisions of paragraphs 3 b, c, and d, C.T.G. 

Administrative order FE "sutnority to Sign Official Papers and 

Correspondence", dated 17 September 1946. (NOTE: ‘The provisions. of 

this paragraph may be suspended in the cade of the Office of Special | 25X1A 
Operations where for security ##4#4# reasons coordination is not 


feasible or practicable. ) 


(Secretary to Director) | I donc 


(Executive for P& A) I Cone 


gy. eens Directors, Chief of TCAPS , and Executive for P&A from whom. | 


concurrences are requested Will be held emiey responsible that such con- 


currence or pa oneuenence is promptly given, Trewptachicenac-quibbhine-oven 
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TOP SECREL SECRET —CONFIL.WTIAL ‘RESTRICTED UNCLASS. . TED 
(Sender will circle classification Top and Bottom) 
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‘CENTRAL INTELLIGENCE GROUP 


PERSONNEL AND ADMINISTRATIVE BRANCH 
——““INTER-OFFICE ROUTING SLIP 


EXECULIVE FOR PERSONNEL. AND ADMINISTRATION 


DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION 


CHIEF, PERSONNEL DIVISION 


CHIEF, FINANCE DIVISION 


CHIEF, SERVICES DIVISION - 


CHIEF, SECURITY DIVISION 


CHIEF, PROJECTS SUPPOR” DIVISION 


CHIEF, COMMUNICATIONS CIVISION 


piesa Jaca ie OnE aaa 


CENTRAL RECORDS: 


ne 
a 


ia 
F 


APPROVAL ___ INFORMATION _____ DIRECT REPLY 
action ge TuRN _____ COMMENT 
____ RECOMMENDATION PREPARATION OF REPLY FILE 
SIGNATURE «==——=«<~CS_CONCURRENCE «= sss __DTSSPATOH 
"REMARKS: - | - 
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Veleds ADMIUISPRUTLVE GRbhi: SUPPLELEN? HG. 4 


VOGIUTHATTE Ga POOR DU TS 25X1A 


Oe A a ee em el Aci 


Ceased. Adminis trativo Oncor TM tated gr ume’ 1946, Subject 


"Rules Governing C.7.4%, vorrespondence", in hereby suprlenensed as follews: 


1. On sll ousesine correspondenca or other paners reeuirine eoordination 
between 0.1.6. Offieos or Branches, the LollowLne rrocedure wilh ue followed. 

2+ lubber stamps, as per sermle attached, wlll be available within a 
few days, and this stusn must be naaeoa on all. correspondenes or other papers 
requirine. coordina Sion, on the "Stayback" cony ef correspundenee or copies of other 


decunonss or paners which are held in the orieinatine of fice. 


7 fy 


de The anthor ef any corraspondence or document will be responsible 


for determining the coordination which it is te roceive and, also, will be rospon- 
Chal te obl rence s 
sible bisiaiee such coordination by carryine the document by hance. It is 


desired that ccordination not be handled b- the use of buckslins. 


4. In every instance in which eorvesnondence or other naners aro re- 
¥ 4 \ u ~ 


ferred to the Office of the Uirector for action a mast a hor an oe on Le 
A t ro) sick 
Like st Med, ee 


Ses: 


as so the coordination which the paner hos received toret} with gore oe a 
. . : * . Bi Abee * 
which are required, by the use of the svarip Bree above. “Y a 


7 


5. It is sugrested that a similar procedure be mut inte practice on 


corresnondence to be coordinated within Offices, Divisions and Branches ef CIG, 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


oLlonel, 
Executive for Personnel and Administration 


ttachment 
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26 August 1946 


CENTRAL INTELLIGENGE GROUP 


Seco benaoe nanmar ence baa aren gg 


| 25X1A 
Gor: G. ¢. ADMINISTRATIVE — 


RULES GOVERNING U.I.G. 1G. UORRESPONDENUE 


lL. Gorrespondence from the Director of Central Intelligence 
or other authorized personnel of the C.I.G. to the President, 
members. of the National Intelligence Authorlty, members of the 
Intelligences Advisory Board, and to other personnel in the 
State, War, and Navy Departments will ve prepared in memorandum 


 ceeeneueeEeenne ee 


‘form. 


: 2, Lonnesbona thes from the Director or other authorized 

| : personnel of the 0.1.G, to personnel of the United States 

3 Government departments and agencies other than the State, War - 
and Navy Departments, to Members of Congress and to privat: 


individuals -will be prepared in letter form. 


3. Internal correspondence within 0.I.G, will make use of 
buckslips whenever possible, or U.I.G. Disposition Form. 
Letterhead stationery will not be used for internal corres- 


pondence. 


4. Unless otherwise instructed, all correspondence prepared | 
Dae Fie by one individual for another's signature will be submitted 


undated, and without typed signature. 


Be ALL official correspondence requiring the signature of 
the Director, the Deputy Director, or Executive Office personnel 
will be prepared undated and Wrenout typed signature in an 
| me ta original and five (5) copies, identified in the lower: right 
corner as follows: | 

a, Executive Office Registry (This copy should. be 
initialled by the originating officer) 


é t 
' 


Aoproved For Release 2001/07/12 : CIA-RDP81 H07.25R0001000S0013-9. 
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b. Central Records (2 copies) 
¢. Return to (Name of originating officer and office) 
| ad. Stayback (For originating office files) 

Any copies prepared for the information of other offices will 
be in addition to the above minimum requirements. All copies 
(not the original) will include a Memorandum for Record typed | 
on the back, This Memorandum for Record will indicate the 
origin and background of the correspondence, together with a : 
list of the concurrences or comments obtained from other 


offices within and outside C.I.G. 


6, The original and the copies specified in 5 a, b and c 
above will be submitted through appropriate Channels to the 
Executive Director for approval, The stayback copy (5 dad above) 
will be retained in the originating office. When approved and 
slgned, the Executive Office will transmit the original for 
mailing and the Ventral Records copies for file to the Gentral 
Resieans Unit, will retain the Executive Office Registry copy, | 
and will return the remaining copy to the originating officer 


with the date on which the correspondence was signed. 


i ee on On eS correspondence will be prepared according to 


the specimens attached hereto. In using the Disposition Form, 


"FROM" and "TO" will be indicated by an "X", or by "1", "a", 
"3" ete., in case of successive addressees. The "DATE" will 
be that on which the For was dispatched from each office and 
wild ise shown opposite that office. When passed on by an 
office, the transmitting individual will initial over the mark 
in the "To" column enponite his office and will fill in the 


"DATE" dispatched from his ee 


8. Except as modified above, U.I. q. practice will follow 
that of. the Joint wetore of Staff style Manual, dated 1 April 
1946, in details of style and layout. i 


en nr mince krone te leat 


SE TAY PT REN AEP Cet te cen SEN nD Ste Nt 


‘8 
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9. This order supersedes all previous orders on this 


subject, including 0.1.G. Sccretarlat Momorandun [i 


FOR THE DIRECTOR OF CENTRAL INGELLIGENCE: 


fOlonel, G.ALU., 
Exocutive for Personnel | 
and Administration 


Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5 © 
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“SAMPLES OF CORRES PONDENGE 


MEMORANDUM FOR THE PRESIDENT 
(No subject or paragraph numbers ) 


XOXOXOKOXOXOX OKOXOXOXOXOKOXONOXOXOKOXOXOXOXOXOXONOXO 
XOXOXOXOXOXOXOXOXOXOKOX, 


XOXOXOXOXOXOXOXOXOXOKXOXOXOXO 


MEMORANDUM FOR THE SECRETARY OF STATE 
SECRETARY OF WAR 
SECRETARY OF THE NAVY 
PERSONAL REPRESENTATIVE OF THE PRESIDENT 
ON N.I.A. 


Subject: - In Initial Caps 
Fp re ROROXONOROXORONONONOKOLOXOXOROROROKOXOLOXON Xo 
OXOXOXOXOXOXOXOXOXOXOX, 


XOXOXOXOXOXOXOXOXOXOXOXOXOXOXOKO. 


STATINTL 


MEMORANDUM FOR 


Subject: In Initial Caps 
References: a. N,I.A. 00 | i 
| ' . be. N,I.A. Directive No. oo 
c. Momorandum for the Secretary of War from 
~ the Director of Central Intelligence, 
subject "U.I.G. Personnel", dated oo 
March 1946. 
Enclosures: a. Letter from the Secretary of War , dated 
OO April 1946. . 
b. C.I.G. Directive No. 90 (Gopy No. oo). |. 
¢. Draft Memorandum for the N.I.A, from the 


Director of Ventral Intelligence, same 
subject. 


es XOXOXOXOXOXOXOKOKOROXOKOAOXOKONOOXOXOKO KOXOXOXOX 
OXOXOKOXOXOXOXOXONOKOKOXOXO , , 


ee XOXOXOXOXOXOXOXOKOKOXOXOKOXOXOX LOXOXOXOXOXOXOXOXOXOX 
OXOXOXOXOXOXOXOXOXOXOXOXOXO; 
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SAMPLES OF CORRESPONDENCE 


The Honorable 

u, A. Krug 

Secretary of the Interior 
Washington, D. C. 

Mr doar Mr. Secretary: 


XOXOXOXOXOXOXOKXOKOXOKXOKXONOXOKXOKXOKOKOXOXOXOKOKOXOXOKOXO 
HOXROXOKOXOKOXOKOXOKOKOKOXO,» . 


 XOXOXOXOXOXOXOXOXOXOXO, 


Sincerely, 


The Honorable 
William W. Williams 
United States Senate 
Washington, D. C. 


Dear Senator Williams: 


KOXOXOXOXOXOXOXOXOXOKOXOKXOXOXOKOKOKOKOXOKXOKXOKXOKOXOKOXO 
OXOXOXOXOXOKOKOXOXOXOKOXOXON. 


XoxoxoxOXoxOxoxoxoxoxo. 


Mr. William W. Williams 
76 York Strect 
Richmond, Virginia 


Dear Mr. Williams: 


XOXOXOXOXOXOXOXOXOXNOXOXOXOXOXOXOKXOXOXOKONOKOXOXOXOXONO : 
XOXOXOXOXOXOXOXOXOXOXOXOXOXKOX. 


Sincerely, 


ix Sos aa hes ee ae tates 


yO : : . , ; 
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CLIMPRAL TE TULLIGUICE GROUP | -25X1A 


Oe eee | Se a SR LERNnl te Lom mete 


= Cols ApUISTSTAATIVE copEn UBB surein un no, 1 


COO. DINATI ON POcnDU LE 


4 TN CNN shat te euahee aft aetmprita et Saen-tne Hermann 


F aa 25X1A 


Co1l.G. Adainistretive Ordor dated 26 Aumsat 1946, Sub joot: 
"Rules G@vorning C.l.Ge Correspondence", is hareby suynlenented as follows 

Ll. On- all outgoins correspendonce or other napors requiring srendine 
ation betweon 0.1... Offices or Brunches, the following ynrocodure will be 
followed. 

ée wubber stanns, os ner ser le attached, will bo available tithin 
a fow days, and this sta in must be rlacod’ mall corresnondcnce or other naners 
requiring coordination, on She "Staybaok" ee of correspondence cr conics of 


} 


other docurnuents or papers which aro hold in) the urlginuting of fice. 
; 

$. The euther cf any correspondance or decurcnt will be rcsnonsible 
for dcternining the ccordination which it is to receive and, also, will be 
responsible thet such coordination is cbtoined by carryvine the document by hand. 
It is desired that beotetente a net be handled or Hae usc cf buckslins. 

4. In every instance in whieh corresnondcnee or other papers arc ro- 
ferred to the Office of the Dircetor ehy aetion or si¢neture, thore mast concar 

, an indication as to the ccordinaticn which the paper has reecived on the 

“Wgteybnok" cony and the Excoutive Offiec Registry Copy, togothor with the 
initials which are required, by the use of the stamp nentioncd above. 


Ge -It is suggested that « similar nrocodure be put inte practice on 


corresnondence to be coordinated within OPficos, Divisions and Branches of CIG. 


FOR TUE DIRECTOR OF CEIUTRAL nm ILLIGRHCE:. | S 


: 


, 
i 
; 
i 


25X1A 


oLloncel, Rech 
Exccutive for Personnel and Administration. 


“Atte .ohment 


| Pee é 


Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5 


; NT tad : ; a se 
: x ‘Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5 
i 
aa Sra 
. 1 OONDTILATI AE EO Time 
; COORDINATE AF AQT 2D | 
Jlith Aetiva f Inttigts Deto | 
oa Dirootdr oe ee 
ie re: ee ae 
‘. ae oet eA ‘Lxve. vir On 
Mxceed Pad 
i; ree ey eet a a ee eat os sam. as eae mato LO 


i opens ents Tees van mews tegen aes 01 ies manny came endmemaraneatsnent 
| F.B.I.S, 
: WB Don, 
nae eee aki ae ore a eae aed A OY a ee by i ene RS, ET NN 
| ICAPS 
AeDs Och 


ea ta ei ea a 
Svourity ‘ 

\eaetea te remem ws cette eames eatin te cotmmans A Pmt bes apemenpame shatonarernt. ee a 
i 


AeA at I NANETTE 


eee nea 


STATINTL 


i . i 
a 4 é eal 
; f A 
: Le o, A er pet PUL AD, COB tar hace 
4 

~ % y 


Fe aed 


. . ? , . . i hese, 
: . Ft Gi ead seed a a 


a 


Shrubs ate sen tees 
{ 


See Tee tee 


st 


2 Sane soc rent ronan herent rasa 


+ hacia ven arth oye cee 


a Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5 


ng PO ge NA A make Tattle ENE AEE Ge ok teat 


Pmt 


SRP RENT US ty eerie: 


SERIE TNS TTF Hk ect meng td pene p ema eager oa oe 


1 


Approved For Release 2001/07/12': CIA- RDP81 -00728R000100050013-5 


- ROS PRI CTD 


Oe AS Ree; he nome 


10 October 1946 


25X1A 
CLITRAL LNTLLLI GCE GROUP 
Go1.G, AUINISTTIVE OxpEn eee 
COO.DINATI ON P2ocepuLn : 25X1A 


C.1eG. Administrative Ordor | RS 26 Aucust 1946, Subject: 


"Rules Governing C.I.G. Corresnendenee", is horely sunnlcnented as follows: 
4 


le On all cutgoins corresnondence or other papers requiring coordin- 


ation between C.1.G. Offices or Branches, the follewing nrocedure will be 


followed. 

ae Subber stams, Ge por sommle attached, will be availible within 
a fow dcys, and this stam must be laced. on all correspondence or other neanors 
requiring coordination, on the "Staybach" copy of correspondence cr cupics of 
other docunents or papers whien aro held in tho vriginutiny office. 


re 


S« The ecuthor of any corrcsvendence or Coouncnt will be resnonsiblo 


for determining the ccordination whieh it is te recoive and, also, Wid be 
resnonsiblo thet such coordination is ebtainud by rarryviny the document by hend,. 
It is desired that coordinetion not be Gnd tee br the wesc of buckslins. 

4, In cve ry instance in which corresnondence er ether papers are roo 
ferred to the Office of the Dircetor fcr action or signature, there must enncar 
an incicstion as tu the coordination which the paper has received on the 
"Stayback" copy and the Excoutive Office Registry’ Copy, together with the . 
initials which are required, by the use of the stamp nentioned above. 


Se It is suggested that « similar nrocodure bo put inte practice on 


corresnondence to be coordinated within Offices, Divisions and Branches of CIG. 


x 
‘ 


FOR THE DIRECTOR OF CENTRAL INTELLIGUNCE: 


Colonel, CAC 
Executive for Porsonnel and Adninistration 


Attachment 
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LO January 194” 


CUNTRAL INTRLLIGH OR GROUP 


Gt.c, ADIINISTRATIV? ORDER MM, SUPPLEMINT N 


COORDINATION PROOEDURR - 25X1A 


Refcrenee: C.I.G, Administrative Order 


| “Authority | 
to Sign Official Papers and Pondence, Me 


dsted 14 ceptomber JO46 25X1A 


Mes, Wee Lees Pe ete oracr Supplement No. 1, 
"Coordination Procedure, " eee 10 October 1946, is hereby 
-mescindcd. 
2. On all corrcspondence or papers prepared With CIG the 
procedure set forth below will be followed. 

4. It shall be ee respons sibility, of the person charged 
with the preparation of @ paper to insure that proper coordination 
between officcs end staff scetions of cIG is cffceted. <A paper 
may be shown to interested offices and. staff scetions for pre- | 
liminary coordine tion and concurrence while it is ina state of 
preparation. HOWEVES the final draft of the papcr must rcoccive © 
formal concurrcnee or nonconcurrcnee from the interested offices 


or staff sections Concurrences wind be obtained by hand pro- 


cessing of pepers and not by the use of buckslips or gimilar 


moams of routine transmission. 

| 4. A statement of conourrenée or noneconcurrence by. inter- 
ested officcs and staff scotions Jor CIG will appear on the 
Central Records Gopy..02 all pepers which require coordination 
vcfore they are submitted to the Executive Office for approvel 
in accordance with the provisions of paragraph 2, C.1.G. Admin- 


istrative ond snort to Sign Orficial Papers and | 25X1A 


Correspondcnce ," dated 15 September 1946. Concurrence will be 


aneyie 


indicated as Uso Lewes: 


i 
| 
ay Originating office) will oe the following 


Sam 


‘on the Central Records copy: 


Statement of Gone eeee cee - 


(Office) — ae Ce ae 
oo io (Concur or pel. concurs Sgt) 
Be aS 

- (Office). 


TCS Or not SOROET (SEES TEST ie a. 


cg | -- Approved For Release 2001/07/12 : CIA-RDP81 -00728R000100050013-5 j 
: RESTRICTED 
b. Tech officc indi oated Will. make the stato- 
mont *T coneur" or "I do not concur," and 
vorify this fact by the signature ‘of the 
official of bhe office indicating the con- 
curranes or nor sconeurrencc, Offices in- 
dis.ting n nonsoneusrenes Will, indicate on 
an attached memorandum a bricf summary of 
reason therefor. * 
o. Where no coordination is deemed necessary a statement, ? 
"No coordination necessary," followee, by the signature in Pull 
of the rerson charged with the preperation of the paper, will 
appear on the Central Records copy of all pepers submitted to 
the Exceutive Office for epproval. 
6. <A rubber stamp or Similar method of reproduction will 
not be used to indicate the statements reletive to coordination 
required by paragraphs 4 and 5 aioe 
7. The procedure outlined in perographs 4 and 5 above will 
be followed in.case of Outgoing correspondence Signed by 
Assistant Directors, Scoretary, BIA, Chicf, ICAPS, and the Fxe- 
cutive for Personnel and Administration, pursuant to the pro- 
[: visions of paragraph 3 b, c, ond 4, C.I.G, Administrative Order 
“O5X1A. BE ony to Sign Official Papers and Correspondence, i 
| dated 17 September 1946. (NOTT: The provisions of this pera- 
graph may be suspended in the case = the Office of Special 
_ Operations: where for sceurity rea isons coordination is not 
feasible or practicable.) | 
| &. Assistant Directors, Chicf of ICAPS, and the Pxcouti ve 
for Personnel & Administration, ‘from whom concurrences are re- 
quested, wild be held responsible that such concurrence or non- 
currence is “promptly given. 


FOR THE DIRFOTOR OF CENTRAL INTELLIGENCE: 


roy x 


SRE EE Sa RTT ERT ELE LETT Ee ENTE STE REDE NTO or i epee me nnn aa DG Se 


CSET TS 


25x14 


Executive for Personnel 
and Administration 


teers 
. 


pen et 
aE ee 
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our py ERAL LOINTILLIGH 3" GROUP 


C.I.G. ADMINISTRATIVE _ororr SUPPLIMENT NO. 2 25X1A 


COORDINATION PROOTDURE 25X1A 
Refcrenee: C.I.G. Administrative Order PEE usnority 
os to Slen Official Papers and Correspondence," 


dated 17% Sentember 1.946, OS os 
25X1A 


l. C.I.G. administrative order Supplement No. 1, 
"Coordination Procedure," dated 10 October 1946, is hereby 
rescinded. 

2. On all correspondence or papers prepared with CIG the 
enon ine set forth below will be followed. | 

3. It shall be the responsibility of the person charged 
with the preparation of a paper to insure that proper coordination 
between officcs and staff scetions of CIG is cffected, A paper 
may be shown to interested offices and staff sccetions for pre- 
liminary coordinetion and concurrence while it is in a statc of 


preparation. Howcver, the final draft of the papcr must reccive 


‘formal concurrence or nonconcurrcnee from the interested offices. 


r staff scctions. Concurrences will be obtaincd by hand pro- 
ccssing of pepers and not by the usc of buckslips or gimilar 
meams of routine transmission, 


4. A statcment of concurrcnee or nonconcurrence by inter- 


ested officcs and. staff sections of CIG will appear on the 


Ccntral Records copy of all papers which require coordination 


yofore they are submittcd to the Fxrecutive Office for epenovad 


in accordance with the provisions of paragrarh 2, C. I. Ge Admin~ 


istrative Order a "Authority to Sign Official Papers and 25X1A 


| Correspondcnee, " dated 15 Septcmber 1946. Concurrence will be 


indicated as follows: 
Qe. Oui ginatine office will type the following 

on the Central. Records copy: 

Statement of Concurrences: 
eet aoe | 


Tooncur Or not SOHO) (Signature) © 
(CORBUE e oF “not “concur ) (SHEET 


(oftice) 
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b. Fach office indioated will make the stato- 
ment "I concun" or "I. do not concur," and 
voriry this fact by. the signature of the 
official of the office indicating the con- 
curmcnec Or nonconaurrcnes., Offices ine 
diuvting noneoueurrenes will indicate on 
an attached menorandum a brief summary of 
reason therefor, 

6 Where no coordination is deemed necessary a statement, 
™o soordination hepeseae followed by the signature in full 
of tac person cherged with the preparation of the paper, will 
appear on the Central Records copy of all papers submitted to 
the Ixccutive Office for epproval. 

6. A sbnds stamp ar Stites method of reproduction will 
noe be uscd to indicate the statements reletive to coordination 
required by paragraphs 4 and 5 above, 

7. The procedure outlined in: paregraphs 4 and 5 above wild 
be followed in See of outgoing correspondence Signed by 
Assistant Directors, Seorctary, WIA, Chicf, ICAPS, and the Mxe- 
cutive for Personnel end Administration, pursuant to the pro- 
visions of ee 3b, ¢, and d, 0.1.G, Administrative Order 
a ee ty to Sign Official Ps pers and Correspondence, 
datcd 17 Scptember 1946. (NOTT: The provisions of this pera- 
‘graph may be suspcendcd in the case of the Office of Special 
Operations where for sccurity rea sons coordination is not 
feasible or practicable. ) : : 

os Assistant Directors, Chicf of ICAPS, and the Fxecutive 
for Personnel & Administration, from whom concurrences are re- 
quested, will be held responsible that such concurrence or non- 
currence is promptly given. 


FOR TEE DIRECTOR OF CENTRAL INTPLLIGENGCE: 


: Olonel, AGD 
Executive for Personnel 
and Admini stration 


: ‘Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5 
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RESTRICTED _ 7 ee ee a 

10 | October 1odé | | i 
CHUIRAL i TELLTGLSIOR GROUP 

O.1.0, ADIERSTUTIVE oroLn MMM sureut cae7 nO. 1 


COO, DINATI ON P.OCIDU 2b 


ent RRNA ai accent ected it inh Dhdeh cowed 


C.1.G. Administrative order RRR s08 26 Auruat 1946, Subject: 


"Rules Governing C.1.G. Corresnendence", ds hereby sunslcnonted as follows: 


25X1A 


1. On all outpoins correspondence or other papers requiring coordin-~ 
ation between C.1.%. Offices or Brunches, the follewing vrocodure will be 
followed. 

Be aubbor stams, ns nor senile attached, will bo availible within 
a fow days, and this stain muct be placed on all corresnondencoe or other naners 
roquiring ocordination, on She "Staybach" oony of correspondence cr conics of 
other docuncnts or mapors which aro held in tho suelo Wap crete: 

Ss The suthor of anv correspondence or decurcnt will be resnonsible 
Poy dcternining the soordination which it is to receive and, also, will be 
resnonsiblo thet such coordination is cbteined by carrvincr the docunent 69 hands 


It is desired that coordination not be handicd bir the usc. of buekslins. 


4, In cverty instance in whieh corrcsnondcnee or other papers are ro- 


ferred to the Offices of the Dircetor fcr action or signature, there must annecar 


an indication as te the coordination whieh -the pancr hes reccived on the 


"Stayback" copy and the Exceutive Offices Registry Cony, together with tho 
initials which are requirod, by the use of the stanp nentioned above. 

B. It is suggested that a eee nrocodure be put inte practice on 
ubpee engndanes te be coordinated within offices, Divisions and Branches of CIG. 


FOR THE DIRECTOR OF. CEITRAL INTELLIGRYCE: 


WILL RENAIN IN FORCE UNTIL 


EFFECTIVE 30 JUNG 1947 CIG ADMINISTRATIVE ORDERS 
RESCTPEDED PER GIA GENERAL\CANCELLED OR SUDEBSE 
onban fll ct 26 SEPTEMBER LS47,: 

< eee 


eg aaperteretn ener He 
ota 


25X1A 


pa ora Ae cna eminent Sm 
ash enc AN err HES STR Ewa i 


oLlonel, 
Exceutive for Porsonnel ance Administration 


Ueauuile vod.vel ew 


Eee te | | 
I ; } 
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Sng aememenemiake memmtneintiont tee ee 


tei et anh caer sais 


be a OF etme cate semecefeeimnnn sence 


4 4 
pee 7 
ac L.ah | oo peaieeiiameeeeoe 


Den, 


[ooo MONS ee 
CAPS 


Sears aA + oO ete cereal auneee.sam enna ents Oe A Oe etree bee um 


| A.D. OFD 


Diss. eee ¥ i 
~ Scvcurity <. 


ae me ey nasa | emt ns ta eres ton me 


{ 
' 
4 
‘ 


‘Sore emanated enna areata here enety 
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'? 
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10 January 1947 | 
CLE TRAL ZUTFPLLIGHICE GROUP 
25X1A 
SUPPLIMEINT NO. 2 


COORDINATION PROCEDURE OBX1A 
Refcrenee: ©.1.G. Administrative order WIMMER uthority | 
60 Slen Official Papers and sspondence,"” 
dated 17 Savtember 1.946, | 
25X1A 
1. C.I.G. Administrative order Supplement No. 1, 
"Coordination Procedure," dated 10 October 1946, is hereby 
rescinded, ss 

&. On all correspondence or papers prtépared with cIG the 
procedure set forth below will be followed. 

Oo. It shall be the responsibility of the person charged 
with the preparation of a aioe 6 insure that proper coordination 
between offiecs and staff sections of ClG is cffected. A paper 
may be-shown to interested offices and staff scctions for pre- 
liminary coordination and concurrenec while it is in a statc of 
preparation. ‘However, the final draft of the papcr must rcecive 
formal conecurrcnee or nonconeurrenee from the interested offices 
or staff scctions. Concurrcnces will be obtained by hand pro- 
cessing of papers and not by the usc of buckslips or gimilar 
meams of routine transmission, 

4. A statcment of concurrcnece or nonconcurrcnce by inter- 
ested officcs and staff sections of CIG will appear on the 
Ocntral Records copy of all papers which require coordina tion 
before tney are submitted to the Executive Office for epprovel 
in ‘eoeordanca with the provisions of paragraph 2, C.I. G. Admin- 


istrative ordcr "Authority to Sign Orficial pavers and 


Correspondence," dated 15 Septcmbcr 1946. Concurrence will be 


— 25X1A 


indicated as follows: 
Originating office will type the aoitenine 
on the - Central Records copy: 


Statement of Concurrences: 


nope or not concur) (S Sign PORE) 
Tom or not SOR ( Signature) 


(Office) 


oe 
(Office) 
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b. Puch office indicated will make the state- 
| Ait, 88 | ante "T concur" or "ZI do not concur, "! and 
: | | | vori'y this fact by the sianature of the 
official of the office indicating the con- 
currenec or nonconsurrence. Offices in- 
Gjestiug noneoneurreneé will indicate on 
: | an attached momorandum a brict summary of 
| reason therefor. — | 
5. Where no “coordine :tion is deemed necessary a statement, 
"Yo coordination necessary," followed by the signature in full 
of the person charged with the preparation of the paper, will 
: : appear on the Central Records copy of all papers submitted to 
= the Executive Office for epproval. 
| — | 6. <A rubber stamp or similar method of reproduction will 
| not be used to indicate the statcmcnts relative to coordination 
| required by paragraphs 4 and 5 above. 
| | 7. The procedure outlined in paragraphs 4 and 5 above will 
) be followed Ba case of outgoing correspondence Signed by 
Assistant Directors, Scoretary, NIA, Chicf, ICAPS, and the Fxre- 
cutive for Personnel snd Administration, pursuant to the pro- 
visions of paragraph 3 b, &, end d, C.1I.G, Administrative Order 
-25X1A =e "Authority to Sign Official. Papers and Corre spondence, i 
ue dated 17 September 1946. (NOTE: ‘The provisions of this para- 
graph may be suspcndcd in the ones of the Office of epeerat 
Operations WHGre for sccurity rea sons: coordination is not 
fcasible (or practicable.) . 8 | 
: 8; dentstint ‘Directors, Chicf of ICAPS, and the Fxecutive 
a PS «© hor Personnel & Administration, from whom conourrences are ro- 
. gucsted, will be held responsible that eegen concurrence or non- - 
currence is “promptly given. | 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


. OnG 
Executive for Personnel | 
and Administration 


ANAC IRGOE RAT TOLD PL ITOTTIEY UTT 2 
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